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Low and Level Sanctions 
Illustrative Examples - Facilitator's 
Running Note 

 

 

 

 

Before delivery of this module you should familiarise 

yourself with the contents of the UCFS Facilitator’s 

Support Pack. 

 

 

 

FSDM07 Sanctions Workbook is pre-workshop reading. 

The learners should have read Topics 1, 2 and 5 before 

attending this workshop. 

 

Timing 
 

It will take approximately 3 hours to complete this workshop.  

 

Workshop Aim and Objectives 
 

Aim 

 
This workshop aims to give you the knowledge and 

confidence to make reasoned decisions on low and lowest 

level sanctionable failures. 

 
Objectives 

 
By the end of this workshop, with the aid of any reference 

material, you will be able to: 

 demonstrate how to make a reasoned decision on a 
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low or lowest level sanctionable failure 

 explain the principles of good reason 

 demonstrate how to use Advice for Decision Making 

guidance 

 

How to use this Facilitator’s 
Running Note 

 
This Facilitator's Running Note must be read in conjunction 

with Facilitator's Running Note 2 (FRN 2). 

There are five illustrative examples. Each one is designed to 

bring up different important considerations. 

You should work through them in order giving the learners a 

chance to discuss each one of them. 

The examples give the learners the sort of information they 

can expect to see as a DM. 

Each example has questions to ask the learners, and a list 

of guidance references. 

For each example in 'ADM Paragraphs to Consider' the 

paragraph numbers are listed. The actual paragraphs are in 

FRN 2. 

Bear in mind that the references included are intended as a 

guide. Learners may find other references. 
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There is a full story for each of the examples. This 

sometimes contains more information that the learners 

will get. The extra information is there in case the 

learners ask questions that have not been suggested in 

the brief. They may help you give them answers. 

Each of the example sections give you an expected 

answer. Remember that decision making can be 

subjective. The learners may have different ideas about 

when a sanction should be applied. 

There are no wrong answers – as long as the learners 

can back their decision up, using guidance.  

If the learners give you an answer different to the 

expected one, you should challenge them to give you 

the reason for their answer – and to give you 

appropriate guidance references. 

 

 

 

 

If the learners have access to the intranet you should get 

them to look up the guidance before making their decisions 

on the examples. 
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James Dunne  
 

 

 

 

James has recently changed address. He had to stay in 

all day waiting for the Housing ‘people’ to uncap his 

gas.  He had no form of heating until it was uncapped. 

 
Things to ask the learners 

 

What sort of failure is this?  

 

Failure to attend a Work Focused Interview. 

 

Is there enough information to make a reasoned decision? 

 

The expected answer is Yes. 

 

What decision would you make? 

 

The expected answer is no sanction. 
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ADM paragraphs to consider 

 

Requirement to participate in an interview 

J3020 

J3021 

J3022 

Good reason and onus of proof 

ADM K2004 

ADM K2005 

ADMK2006 

Gathering and Considering Evidence 

ADM K2021 

ADM K2022 

ADM K2023 

ADM K2052 

Standard of proof and balance of probability 

ADM A1340  

ADM A1341 
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ADM A1342 

As James's gas had been capped, it was reasonable for him 

to wait in for an engineer to uncap it. He has also explained 

why he was unable to phone on that day. 

James had reported a change of address prior to his 

appointment. This is consistent with his statement about his 

failure to attend.  

It is common practice for companies to not to give a 

particular time-slot, so it is probable that James needed to 

wait in for them. 

Running out of phone credit is also probable.  
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Nasreen Begum 
 

 

 

 

 

Nasreen has a calendar on her phone which she uses for 

all her appointments. She saved the appointment on her 

phone, and then mislaid the notification letter. 

Her phone stopped working at some time between 

27/11/15 and 29/11/15 (she can’t remember exactly). 

She didn’t think to ring up to check when her 

appointment was. Instead she waited for a couple of days 

until she was passing the office. 

She couldn't check her Journal, as her phone is her only 

internet source. 

 
Things to ask the learners 

 

What sort of failure is this?  

 

Failure to attend a Work Focused Interview. 

 

Is there enough information to make a decision? 

 

The expected answer is Yes. 
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What decision would you make? 

 

Expected answer: Sanction. 

 

What level of sanction would you impose? 

 

Expected answer: Lowest level (she is in the Work Focused 

Interview Only Group). 

 
ADM paragraphs to consider 

 

Requirement to participate in an interview 

ADM J3020 

ADM J3021 

ADM J3022 

Good reason and onus of proof 

ADM K2004 

ADM K2005 

ADMK2006 

Unexpected or unforeseen problems 

ADM K2007 
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Nasreen's phone is not working and, as a consequence, not 

being able to access her calendar could be regarded as 

unexpected. However, some may consider that such 

technology tends to break. 

It would be reasonable to expect a person to check their 

appointments as soon as they realised they could not access 

their calendar.  Instead Nasreen waited (until she was passing 

the office). 

Also the learners may consider that she ought not to have 

relied on her phone – she should have noted the appointment 

elsewhere. 

 

Discuss what would have happened had Nasreen's phone 

broken on the day of the interview, and she had rung up to 

check her appointment date as soon as she noticed. 

Bear in mind that Nasreen received a letter. Is it reasonable 

not to keep the letter after she had put the appointment in her 

phone? 

Ask the learners whether they rely on technology (such as 

mobile phones or Outlook calendars) to record appointments.   

Also, this is an example where previous attendance history 

could be a factor. If this is the first time Nasreen missed an 

appointment, it’s reasonable for her to rely on her method of 

recording appointments.  
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If not, she might have had problems before, and so could be 

expected to make alternative arrangements. 

Expect that the learners may feel that, even if she was too late 

to go to the interview, her payment should not be sanctioned. 

She would have behaved as a reasonable person should. 
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Charles Ashton 

 

Charles was given a work preparation requirement – 

bring in an updated CV on 07/12/2015.  

Charles hasn’t written a CV for several years. He has 

one but it is badly out of date. He wanted to check the 

latest guidance on CV writing, had intended to check for 

advice on the internet. 

However, when he attended his interview, Charles 

explained that he’d lost his internet connection and 

wasn’t able to check CV writing site he wanted to use. 

Charles was without internet access from 05/12/2015 to 

07/12/2015. 

The failure has been referred to the Decision Maker for a 

decision. 

 
Things to ask the learners 

 

Is there enough information to make a decision? 

 

Expected answer: Yes. 

 

What decision would you make on failing to provide the CV? 
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Expected answer: Sanction 

 
ADM paragraphs to consider 

 

Requirement to participate in an interview 

J3020 

J3021 

J3022 

Good reason and onus of proof 

ADM K2004 

ADM K2005 

ADM K2006 

Gathering and Considering Evidence 

ADM K2021 

ADM K2022 

Unexpected or unforeseen problems 

ADMK2007 

In this example, Charles losing internet access was 

unexpected. 
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It was reasonable for Charles to attempt to get up-to-date 

advice on CV writing. However, it was not reasonable to 

leave this until the day of the deadline. 

Also it would be reasonable to expect a person to attempt to 

write the CV (even without up-to-date advice). This could 

have provided a starting point for updating later.  
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Abassi Adeyemo  
 

 

 

 

 

Abassi lives in a cul-de-sac near the top of a hill.  

He was required to attend a Work Programme meeting 

on 04 Nov 2015 at 9:00am with his Provider, but he 

failed to attend it. 

The night before the meeting there was a storm which 

blew down a tree. The tree blocked the road. 

Abassi has angina and felt unable to move the tree. He 

didn’t think to ask his neighbours for help. 

He could have walked to the main road to get the bus, 

but didn’t think of doing so because he usually drives 

everywhere.  

He was unable to get in touch with the Work Programme 

because he’d lost their phone number. He didn’t think to 

ring Jobcentre Plus or to see if he could find the 

number on the internet. 

 
Things to ask the learners 

 

What sort of failure is this?  

 

Failure to participate in the Work Programme. 
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Is there enough information to make a decision? 

 

No. We need to know why the fallen tree stopped Abassi 

getting to the meeting. 

Although this could be construed as adverse weather 

conditions, it’s not certain that Abassi was prevented from 

attending the meeting due to the weather conditions 

themselves. 

 

ADM K2031 explains that a Decision Maker should seek 

further evidence to clarify reasons. 

 

Discuss with the learners how they might get more 

evidence. 

The DM might wish to check journey planner websites to 

see whether there were alternative routes to the meeting. 

The learners should contact the claimant by phone to get 

further information.  

 

Discuss how they would open the conversation.  

 How would they introduce themselves? 

 How would they explain what they want to find out? 

 How would they explain about showing good reason 

for not going to the meeting? 
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 How would they explain about the sanction that might 

be imposed? 

Discuss how they would end the conversation. 

 What would they tell the claimant? 

 

Get the learners to ask you questions about the failure. 

Answer as though you are the claimant, using ‘The Full 

Story’. 

Do not ‘lie’, but do not volunteer information unless the 

learners ask for it. 

Try to get the learners to engage in a conversation with 

you. 

 
Suggested Questions and Answers 

 
Why did the fallen tree stop you getting to the meeting? 

It was blocking the road. It was quite a big tree. 

Why couldn’t you have taken another route? 

I live in a cul-de-sac. There wasn’t a way out. 

Did you try to move the tree? 

No. As I said it’s quite big. And I’ve got angina. I can’t lift 

heavy things. 

Did you try to get someone else to move the tree? 
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No. I didn’t really think about that. 

Could you have walked past the tree? 

I suppose I could have done. 

Did you try to catch the bus? 

No.  

Why not? 

I didn’t think about that. 

Did you try to rebook the appointment? 

No. 

Why not?  

I’d lost their phone number. 

 

What decision would you make? 

 

Expected answer: Sanction 
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ADM paragraphs to consider 

 

Work preparation requirement 

ADM J3040 

ADM J3042 

Good reason 

ADM J3002 

Good reason and onus of proof 

ADM K2004 

ADM K2005 

ADM K2006 

Unexpected or unforeseen problems 

ADMK2007 

Gathering and Considering Evidence 

ADM K2021 

ADM K2022 

Standard of proof and balance of probability 

ADM A1340 
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ADM A1341 

ADM A1342 

In this example, Abassi could not drive out of his road 

because a fallen tree was blocking it. This would be 

unexpected. 

It would be reasonable to expect a person to: 

 attempt to remove the blockage if possible 

 try to find an alternative way to get to the meeting 

 inform the Programme Provider that they had problems 

getting to the meeting. 

Abassi has a reasonable explanation for not attempting to 

remove the blockage himself. However he did not attempt to 

find an alternative way of getting to the meeting.  

He did not inform the Programme Provider that he had 

problems getting to the meeting. His reason for this was that 

he’d lost their phone number. He did not attempt to find out 

the phone number (for instance by checking on the internet 

or calling Jobcentre plus.) 

There is no reason to doubt that the road was blocked by a 

fallen tree. Abassi did not claim that he could not have 

walked past the tree. However, he didn’t try to. 
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Megan Williams 
 

 

 

 

 

The deceased is not a close friend or relative and so this 

failure cannot be treated as straightforward. 

Megan gave her friend a lift to the funeral because her 

friend’s travel arrangements fell through at the last 

minute. 

She had her phone with her but had turned it off. 

The funeral service took place at a local church within the 

same postcode district of Megan and her friend. 

Megan travelled by car to the funeral service, this was 

about a 10 minute car journey and then went onto the 

wake, which was held in the church’s community hall. 

She had time to attend the funeral before going to her 

interview. 

 
Things to ask the learners 

 

Is there enough information to make a decision? 

 

No. You need to know whether Megan could have attended 

both the funeral and the interview. 

You should also check her reasons for not calling to rebook 

the appointment before-hand. 
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ADM K2031 explains that a Decision Maker should seek 

further evidence to clarify reasons.  

 

Ask the learners to think of what questions they would ask the 

claimant. 

Get them to ask you the questions and reply as though you 

are the claimant, using ‘The Full Story’. Don’t lie, but try not to 

volunteer information unless the learners ask you a relevant 

question. 

 

The learners should consider what type of questions they 

should ask to get all the facts from the claimants.  

Remember that open questions (questions that cannot be 

answered with a single word) will encourage the claimant 

to give you more information. 

Closed questions (usually answered with a ‘yes’ or ‘no’) 

can be useful for confirming a particular fact. 

The questions listed are suggestions only. The learners 

might think of other questions that are just as valid. 

If the learners have asked something different try to 

answer them using ‘The Full Story’ (in the facilitator’s 

note at the being of this example). 
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Suggested Questions and Answers 

 
Why didn’t you contact the Service Centre to re-arrange 

the appointment? 

It was a last minute arrangement. My friend called me in tears 

about half an hour before her dad’s funeral. Her brother was 

supposed to have been taking her but had rung her to say he 

wasn’t going. I didn’t think to ring. Plus I couldn’t have my 

phone on during the funeral!  

What time did the funeral take place? 

10am 

Where did the funeral take place? 

St Stephen’s Church  

How did you to get to the funeral? 

I drove. 

How long did it take you and your friend to get to the 

funeral? 

10 minutes. 

Was there anything else that stopped you from attending 

your Work Search Review appointment? 
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No. 

 

Have you now got enough evidence to make a decision? 

 

Expected answer: Yes 

 

What decision would you make? 

 

Expected answer: Sanction 

 
ADM Paragraphs to consider 

 

Requirement to participate in an interview 

J3020 

J3021 

J3022 

Good reason and onus of proof 

ADM K2004 

ADM K2005 

ADM K2006 
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Gathering and Considering Evidence 

ADM K2021 

ADM K2022 

Unexpected or unforeseen problems 

ADMK2007 

In this example Megan needed to take a friend to her father’s 

funeral. It would be reasonable to expect a person to take and 

support a friend during her father’s funeral.  

However, it would also be reasonable to either: 

 attend the interview as expected at 3pm or 

 rearrange the interview by phoning immediately after the 

funeral 

Which course is reasonable depends on the amount of 

support the bereaved friend needs.  

 


